
Department of Human Resources 

Records Management Program I 

RECORD RETENTION SCHEDULE 
CHANGE REQUEST 

Revised 3/00 

1 .  Title of Record Series 
Accountina Records for Child S U D D O ~ ~  Enforcement 

2. Division/Office Office of Financial Services 
Section Child S U D D O ~ ~  Enforcement 

3. Action desired: 

Revise Schedule 

Change title from: 'Child Support Payment Ledger and Receipt Files' to 'Accounting Records for Child Support 
Enforcement." 
Revised content of record. 

4. Retention Schedule Number 79-166 Approval Date 9/9n9 

The information contained on this form and the related Record Series 'form is consistent with the requirements 
of the Georgia Records Act (0. C.G.A. 5 0  18-90 et seq.) and with other relevant laws and requirements. 

6. Submitted by- 

DHR Records Manaaer 
dkg2 

7. Approved by: 

Secretary of State Designee 
(3, 

' bate 



tie of Record Series 

Purpose/ 
Funclion 

oved Retention Schedule Number 

following requires the series to be kept: 

] r _ _ f m p p r o v a l  Date: 

State Law 

Federal Regulation Adrninishative Need 

Federal Law 

If Other, Explain 
audit is started before the expiration of the three year period, the records shall 
be retained until all litigation, claims or audit findings involving the records have 
been resolved and final action taken. 

e Specific Law/ Regulation 
annual financial report 



le of Record Series 

otal Components: 

Component l i t l e  

If Confidential, Cite Law@) 

ian (current name 

If Other Medium, Explain 

e/Record Content 

If Copy, Where is Original Stored? 

Other Instructions 

Other Information The Department of Administrative Sewlces maintains an electronic copy of this information. 

~ ~~~~~ ~ 
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Memorandum 

To: David Carmicheal 

cc: 
From: Andrew Taylor 

Date: 811 41200 1 

Re: DHR Retention Schedule Change 

The attached Retention Schedule change requested by the Department of 
Human Resources for Schedule 79-166 meets Citeria A as approved by the 
Records Committee on August 23, 1994. 

I recommend your approval. 

1 



1 . 
..  

Cathy Cox 
SECRETARY OF STATE 

Criteria A: 

Criteria 6: 

Criteria C: 

Criteria D: 

Secretary of State 
Department o€ Archives and History 

330 Capitol Avenue, S.E. 
Atlanta, Georgia 30334 

www.sos.state.ga.us 
Edward Weldon 

DIRECTOR 
(404) 656-2358 

INFORMATION (404) 656-2393 
FAX (404) 657-8427 

hnpJiwww.sas.stale ga udarchives 

CRITERIA FOR ADMINISTRATIVE APPROVAL 
OF 

RETENTION SCHEDULE APPLICATIONS 

Applications to make minor modifications to established records retention 
schedules that will not change the total retention period of the 
records series. 

Applications covering records that document the same or similar 
function as that of a records series for which the Committee has 
already approved a retention schedule. 

Applications covering specific administrative and agency 
programmatic records for which state or federal law, rule, or 
regulation, prescribes a specific retention period. 

Applications covering records that document an agency function or 
activity which has been discontinued or transferred to another 
agency. 

STATE RECORDS COMMITTEE APPROVAL: 

The State Records Committee authorizes its support staff to approve, administratively, 
the records retention schedule applications which meet Criteria A, B. C, and/or D 
specified above. 

Approved, August 23,1994 

Chlk~wur~U-8-94 ~~WCINGKNTEERIA FOR ADM APPROVAL 8 - 2 3 - 9 4 . ~ ~ 0 - J m  2,1999-PES 

~~ -~~ 



, .. . 

Gary B. Redding, Acting Commissioner 
Georgia Department of Human Rcsourccs Two Peachtree Street NW - Suite 29-493 * 404-65b0999 - FAX 404-656-0709 

Office of Facilities and Support Services 

August 9,2001 

MEMORANDUM 

TO: Andrew Taylor 

FROM. Linda Patrick fl 
RE: Retention Schedule Revisions 

I am enclosing forms that indicate that we wish to revise two of our schedules. As we discussed 
previously, we are entering our records management information into an Access database. I have 
enclosed printouts from this database. The information on the printouts is not necessarily 
complete as some data may be hidden. I will forward to you an electronic copy of the complete 
information. 

Please note that for schedule number 79-166, we do not request a change in the retention period - 
but rather we changes the title of the series and changed the content of the record to reflect 
current practice. 

The changes for schedule number 74-403A involve a change in the place of retention, but not the 
retention period. The records will be held at the Skyland Center for 100 years, then transferred 
to the State Record Center for permanent retention (instead of 10 years local, then transfer to the 
Archives Building.) 

Please let me know if we need to change anything about our process. We, of course, anticipate 
that we will have many more changes in the near future. 

x 

Equal Opportunity Employer 
www.dhr.state.ga.us 
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.-- . . 
I . .  

a r l i  L m R  
7/1/74 ( to  p re sen t  

, 
GEORGIA DEPARTMENT OF HUMAN RESOURCES 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

Child Support Payment Ledger and Receipt F i l e s  
~ - -  

I dECORDS MANAGEMENT UNIT 
t 

GIST: 2214983 
For instructions on completing this form conqct D H R  Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30354. Phone - (404) 6564976 

618 Ponce d e  Leon Avenue, N. E. 
2 4 1979 ' 1  SEP 1.9, 1979 

Teisphone Number 

894-4127 
-, ___ 

P r i n c i p a l  Accountant 
- ------- Rodney Hicks 

c__ . Anion Requened 
a. 0 Enabltsh Retention Schedule; record wiU mntlnue to accumulate. 
b. 0 ~ n p c a  of present aaumubtion; no funher .rmmuhtion anticips08d. 
c BAmend Appliution No. 74-265-A CheckOw: 0 Change; Super&; 0 Void 

-_- 
. M a s o t  snii I 6. Records Series Titls (tollowed by title u& in off&: If dfff*mnfl 

The Off ice  of Adminis t ra t ive Services is respons ib l e  f o r  providing a d m i n i s t r a t i v e  suppor t  
t o  t h e  Department. This  i nc ludes :  General  Support Services;  Data Process ing  and Manage- 
ment Information Systems; Personnel  Services;  Grants Development and Management; Con- 
tracts Management; 

The Child Support Recovery U n i t ,  i n  accordance wi th  the 1967 S o c i a l  S e c u r i t y  A c t  and t h e  
Georgia Child Support Recovery A c t ,  has the r e s p o n s i b i l i t y  to  l o c a t e  d e s e r t i n g  parents ;  ~ 

t o  secure commibnent of c h i l d  suppor t  from such parents ;  t o  c o l l e c t  and d i s b u r s e  c h i l d  
suppor t  payments; 

and Child Support  Recovery. 

and t o  e n f o r c e  t h e  support  o b l i g a t i o n  of t h e  absent parent .  

-- . RsmrdsSsrrs Daaiption -% T h i s  file mntsinr tho following documents (include form numben and tirler, if.nyJ: Attach mmples of the fils. 

Documents relatung.to: c o l l e c t i n g  Payments from dese r t ing  parents,  f o r  support  o f '  t h e i r  c h i l d  (ren) , 
who receive pub l i c  a s s i s t ance ;  

form 5708 (Absent Pareqt  Case Information) which shows whether case is  new o r  being 
changed; case number; absent  p a r e n t  name, address,  Soc ia l  Secur i ty  number; amount of 
budgeted support;  r e c i p i e n t  name; case s t a t u s ;  and o t h e r  information. Also, form 5679 
(Absent Parent  Obligat ion Information) which shows whether case is  new or  being c h k g e d ;  
n a m e  of absent  parent ;  name of r e c i p i e n t ;  case number; number of ch i ldren ;  payment 
source; c o l l e c t i o n  bas i s ;  p a r t e r n i t y l  ob l iga t ion ;  arrears ind ica to r ;  c o l l e c t i o n  due; 
cour t ,  ordered arrears; 

and d i s t r i l j u t i n g  those  funas t o  t h e  proper a u t h o r i t i e s .  
Included are. 

and enforcing cour t .  

H o w o f t e n -  mCoX&d towhich m: 

1 : Thirosn to Nsnty4wr months Old yearly 
,. Monthly Rofusnc R m  
oru to six months dd 1 
dty-fM IllOCIthI and Oldn 

I. A d  Ram o? h w L t b n  OT R.cordr approximately 
12  cubic  f e e t  l.enw-.ia drmkqn ; L.eJ41.d- : gulma ;Oth.r&mcW -L- 

- r - .r-.- 
I 



. ,. . . _ . .  H y.1, amch cow. 
... 

. .  . i l .  h. la thm a duplbtron of t h i a  e r k  in your offlo, or in wther o f f a  or rgoncy? 
X - .~ . 

1. Rmntbn  Rmquhmnta Th. tollowlno m u h a  tha wba to b kept: 

a. %at* Lm WU.8. d. Auditperiod yeara. 

b. Sutum of llmlmlon Wut. e. Admlnimiwnood A - m o n t h s  ~: 
c F.d.nl*w w u r '  1. FdsrJ rmntion Inmualoru V l s n .  

A& copy or exorpt of &or npulationa. ExpWn dmlninrrt iw need. 
. .  . - - . .~ . . ~  

~ ' 2 . .  

. .  . 

f o r  purposes;of re ference  and a u d i t  
- :: ".,, ' , .. A .  

', . . .  

.~ 
- 

2. rPpr0-A Dl&tlon Inatructiona Thu m n c y  nmmrmnda that the file wries b cut off at the end of ush: . 

- thon, . OCIIendsr Yaw; 0 Fivrl Yew; e](kher ~~ 

. -  Microfiche (COMM 
mmth(a1 __ w(d; thon ~ 

yrsr(a1; then . Cut of f  f i l e  a t  end of each 
0 HOM in the wnent film erne 
0 Tnnafer m Ioal holding a&;~hold 
0 Tnnsfer to Sun R-da bnmr; hold 
0 D.nrnv 
0 1nnrf.r to Sam Archlwa for prrmnent mtsntien. 

Ed 0th.r I-ifv) 

. .  .~ y.ar(al; then ' f i s c a l  year;  hold i n  cu r ren t  
' f i l e s  area 18 months, o r  un- 
' ti1 information is no longer 
' needed; then destroy.  . . . . .  . . . .  

ut .  off f.ile.as-foll~ws:. ~ ~ _ _  .. , -. ' , . _ .  * P r i n t o u t s  (received montfily) .~ .. - . = - - . .* I...-__ ( se lec ted  da ta  from f.orins - 5679 -. and 5708) 
. .. 

HRCS 0815R1 ( J u r i s d i c t i o n  Incent ive  D e t a i l )  
unnumbered (Child Support Col lec t ion  Regis ter)  
HRCS 0810R2 (Collect ion and Di s t r ibu t ion  

Magnetic Tape,- Master File:  . .  
(data  from forms 5768 and 5679) 
Updated. on monthly b a s i s  - t ape  t o  
.be maintained by DOAS Computer . .. ' . . . . ,. - . .  Summary) 

.. -~ 
* 

. .  HRCS 0810R3 (Di s t r ibu t ion  o f  Current Payment) ~ 

HRCS 0810R4 (Suspense Release and Correct ives)  ~ 

' : HRCS 0810R5 (Reimbursement, Allocat ion .Report) i . . . . 
~ k a  inatructiona apply to a11 prior and futun aaumuiatieni of tb Arirsl 

Note: Records s h a l l  be r e t a ined  u n t i l  a l l  . transfer t o  S t a t e  Records Center; hold 4 ' 

. .  ~. Center. 

Fornis 5x8 and 5679. 
Destroy when information is  placed 
on magnetic tape.  Cut qf f  f i l e  a t  end of each f i s c a l  year ;  

hold i n  cu r ren t  f i l e s  area 6 months; 


